
PROTECH MYPAY PORTAL

Important Points
• Look out for emails outlining specific actions for you.
• All pay related information will be handled in the MyPay portal
• You will need to register in MyPay on launch day to check your TFN, 

bank and super details.
• There will be a new pay advice layout 
• Banked time will be transferred to the new portal AFTER you have 

been closed out of the old system.
• Timesheets

• Online Timesheets will be completed in the MyPay portal
• Paper Timesheets will need to be sent to the MyPay email
• Company Timesheets will have no change to current process

MYPAY HELPDESK 
EMAIL: mypay@protech.com.au CALL: 1800 477 683 (option 2) 

MyPay Functions
See additional attachments for instruction documents and below for links to videos

MyPay Portal –
Site tour

Banked Pay

Add/Update Bank, 
Tax & Super

Online Timesheet –
Simple

Online Timesheet –
Allowances

THE MOST IMPORTANT THING IS THAT YOU MUST REGISTER IN
THE PORTAL AND CHECK YOUR BANK DETAILS AS SOON AS YOU

RECEIVE THE REGISTRATION INVITATION EMAIL. 
THIS WILL ENSURE YOUR PAY CONTINUES WITHOUT ISSUE. 

IF YOU DON’T GET A REGISTRATION INVITATION EMAIL, PLEASE
CONTACT THE PROTECH MYPAY TEAM ASAP.



Click here to 
open the menu.Click here to 

automatically open 
an email for queries.

MyPay Portal Home Page

Your email Address

MyPay Question



Click on the menu link and choose Tax, 
Super and Payment Details option.

Add Payment Details

1 – Tax File Number

Click Yes or No and 
then click Next. 
If you answer No, 
you much choose 
a reason for 
choosing No, and 
click Next.

When you click Yes, 
you will need to 
answer all questions, 
then click Next.

When completed you will receive this 
Success Notification.
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Add/Update Payment Details

3 – Payment Details

1
Choose the Payment Details tab, 
nominate how many accounts you would 
like to be paid into, then click Next.
Note: You can only choose a maximum 
of 2 bank accounts.

4
When completed you will receive this 
Success Notification.

Click Next on the confirmation screen.

3

Click Next on the confirmation screen.

3

Enter your Bank Details and click Next.

2 For 1 Bank Account For 2 Bank Accounts2
Enter your Bank Details for your first 
account and choose the Distribution
Type and amount. Click Next to enter 
second bank account details. Click Next.

If you choose to have your pay split 
between 2 accounts, you can split your 
pay either by a fixed dollar amount or a 
percentage.



Add/Update Payment Details

2 – Superannuation Details

1

2

3

Click on the Super Details tab, choose 
Change my Superannuation Fund, then 
click Next.

You will not need to use the other 
options when first entering your details 
but they can be used later when 
updating details.

Choose the appropriate option for your 
Super Fund and follow the instructions.
To look up your fund, click in the Super
Fund Lookup to bring up the search 
option.
Upload files if using a self managed 
fund.
Once all information is correct, click 
Next.

When completed you will receive this 
Success Notification.



• This only applies to employees 
who use online timesheets

• Note that Timesheets section is 
best viewed in landscape.

• Current timesheets tab shows 
all timesheets that are not yet 
submitted or approved.

• Click Edit to add details
• Timesheets in the Submitted

tab can be resubmitted if 
changes need to be made 
before they are approved.

• Approved timesheets can be 
viewed but not edited.

Timesheets



2. Enter your times worked and 
break duration for each day

5. Once completed, press Submit

1. Log in to Protech MyPay and 
from the menu select Timesheets

Note:
Regularly save your timesheet as you are completing 

3. Are your meal breaks paid?

4. Add notes to your timesheet 
where necessary

Submitting Online Timesheets



Timesheet  Cut offs

You must have your timesheets in on time to ensure your pay is processed. 

When should your Timesheet be received by us?
 by 12pm Monday
 On-line timesheets approved by 5pm Monday

If you have not submitted your timesheet, you will receive SMS reminders.
 1st reminder 3pm Monday 
 2nd & Final reminder 10am Tuesday

If your timesheet is received too late, you will be contacted after 3pm Tuesday advising that 
you timesheet was late and will be paid next week.



• All Pay Advices will be stored in the Pay Advice tab
• The page shows a summary of pay advices
• Individual pay advices can be opened to see details
• See next page for new pay advice sample

Pay Advice



Pay Advice



If employee does not have banked pay set up, they can contact 
MyPay.1

Choose Bank Pay or Cash Out from drop down
Choose amount, click Next 2

You will receive this conformation to let you know the request is 
successful.3

On the next log in, current balance and pending balance will be 
visible.4

Scan this code to 
watch a video 

demonstration for 
managing Banked Pay

Banked Pay

Bank Pay

Bank Pay



Employee Protech Plus for your Mobile
You will receive a link in your pay slip email to Protech Plus

Update your personal 
details such as address

Protech Online Inductions

To report:
• Injury
• Incident
• Near miss
• Hazard

Announcements from 
Protech

Resilience Indicator Tool

Protech MyPay:
• Complete Timesheets
• View Pay Advices
• Request Banked Pay
• Update Payment Details

Contact Us

Follow us on facebook, 
LinkedIn & Protech Website

Go to Protech Plus Now

Add to Homescreen Android

Add to Homescreen IOS

Employee Protech Plus Portal


